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TO : Chief, General Services IBIE L g-sudy Q495
RECORDS "ANAGLEMENT
ADMINISTRATIVE SERVICE

FROM : Executive Secretary, Incentive Awards Comui

SUBJECT: Incentive Awards to Area Records Officers

1. With reference to your proposal for the providing of
Incentive Awards to Area Records Officers, the following is fur-
nished as a guide in accordance with the provisions of Regulation
STA [ |incentive Awards Program.

2. An Efficiency Award to an individual may be either:

(1) A cash award not exceeding 25% of the estimated net
savings in the first full year of operation, nor
exceeding an amount equal to three step increases
of the employee's grade. For example, the top cash
award for Efficiency of employees in GS grades 5
through 10 is $375, GS grades 11 through 1L is $600.

(2) A salary increase of 1, 2, or 3 steps may be pro-
vided. Salary increases should be granted as awards
only when savings are SO great that cash award
limitations would result in an inadeguate reward.

3, To document Efficiency Awards for presentation to the Agency
Incentive Awards Comnittee, the following information should be
provided:

(1) Identify the employee or employees by name, position
title, pay grade, office and present salary step in
grade.

(2) Identify the organizational area where the efficiency
and economy have been achieved.

(3) Describe the improvements which lead to efficiency
and economy, and give the date of origin and the '
dates of operations.

(4) Indicate the method used in determining savings and
account for the savings as either:

(a) Allotment savings,

(b) Increased output at the same cost, or

(¢) Application of resources saved to some other
necessary work.
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(Generally, the period of experience used for determing savings
will not be less than 6 months.)

(5) State the amount of the cash award recommended or why
a cash award would be inequitable when recommending
a salary increase.

4« The Incentive Awards Committee will be very pleased to
supply you with any further information that you may desire relative
to the use of Efficiency Awards as an incentive award for Area Records
Officers., ‘
FQR_THFE TNOENTTUR AWARRBS COMMTTTEE

ST

Approved For Release 2003/06/20 : CIA-RDP70-00211R000200080022-6

AT



